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How to Order Benefit Cards for Your Employees P&AGRCQ!T;;!!D

Order Benefit Cards for your employees through P&A's
secure employer portal, HR Connect. You can replace

participants’ cards, or order additional cards for their BN S

@rt

dependents. Follow the steps below to log into your HR 0091 3333 4001 05—@
Connect account and order a Benefits Card. 12122
FIRST NAME LAST NAME Mast@

1. Loginto HR Connect at www.padmin.com and 4. Select Add/Replace T ——

select Employers from the login drop down Benefit Card. @ New Hire/RehirerStart of Bencfit
menu. @ Termination of Employee

(7] Add/Replace Benefit Card

€ Demographic Change

(7} Add/Drop Dependent
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5. Look up the employee by Social Security Number,
last name or member ID and choose the employee

2. Inthe HR Connect login box, enter your from the drop down list.

username and password. —m—
Please enter the employee SSN or Last Name, then click search to retrieve details from the system.
Soc Last P&A Member
_g OR Thomas OR [ Search |
Home > Employers & Plan Sponsors > Account Login £S5 R S D
oose Employee Notin the list? [0y
ACCOUNT LOGIN ssn Name
XXXXX-3333 Dawson Thomas
HR Connect Account Login XX004000 Dawson Thomas
XHXH-4000 Dawson Thomas
Username  flexdemo ‘ XXXXX-4000 Dawson Thomasss Choose
PasSWOrd sssessesses

Forgot your password? SUBMIT

6. Click the employee or dependent’s name and select
Order Dependent Card or Replace Selected Card(s).

3. Once you're logged into HR Connect, select
Make Employee Change from the Employee
Functions drop down menu.
0O _Name Card Number Employer Card Type Status Issue Date
DAWSON THOMAS XXXX-XXXX-XXXX-3025 Participant New 12/10/2018
P&A Gﬁaup HR CONNECT Mailing address: £ Same as the address on my records.
‘ g ESTLAITS Street Address: | 17 COURT STREET
city: [BUFFALD State: MN - Minnesota Zip Code: | 14202
st Repors oisicded Misc Functions Upload File Order Dependent Card Replace Selected Card(s)

| Employee Benefits Lookup
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HR Connect is P&A Group employer ¢

can create reports, upload files securely, notify P&A of employee T { W 1

Make Employee Change

| Employee Change History

Contact Us Questions? Contact your P&A account manager Monday - Friday, 8:30 am - 5:00 pm ET.

www.padmin.com | (800) 688-2611
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